The Appointment Scheduler
User Instructions for making, checking and canceling appointments
August 01, 2008

How to Access the Site

The Appointment Scheduler (AS), https://es.cac.navy.mil/signup.pl, is accessed over the
Internet via a web browser. Typically, each issuance location has its own web pages with
a unique URL. Each site is responsible for publishing and/or transmitting that URL to
personnel who are expected to obtain their card at that location. If the link you publish is
directly to your site, you must specify that in your publications.

Scheduler Home Page

After connecting to the AS web site, Users will see the following web page.

There are three functions that can be e e =5
accessed from this page: & S e e e
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» Make an Appointment
* Look up Appointment
* Cancel AppOIntment Common Access Card Issuance

Site: Pensacola, FL, PSD
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Qestions about this scheduling website? Please contact DN 912.2667
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https://es.cac.navy.mil/signup.pl

For questions, or assistance, there is also a telephone number and/or email address for
your local point of contact.

Questions about this scheduling website? Please contact

the Scheduling Help Desk at (850) 452-2019 (DSN 922- \'>

22019), or PNSC_ISSupport@navy.mil with subject line

“CAC Web Scheduler” TO M ake S oskani | B Lauieni[pmoe 7res coe oy Wil Sl i =] @ whats Relsted
an Search Criteria For APPOINTMENT TIMES At Site PSD NAS
Fallon

Appointment

Building: [PSD ™ Dates: 15-apr-2002 thru 19-5ep-2002 ¥

Clicking the Make Appointment button will bring up this
page. The first step in making an appointment is
searching for an available appointment time.

Dates From: [9/32/02 To: [#/19/02 © Moming © Afternoon & Any Time

{(Example date formats; 61501 or 15-un-2001 or 6-15-01)

{To restrict the search to one day, enter the same date for FROM and TO)

A
Select a convenient location from this list. swch| owong v | “romw pagh” |
Enter a date range here, or use the pre-filled values. A hen
click the Search button.
It’s recommended that searches be limited to one week at = Sommteze L X 00 (B o2
a time.
7 i " Dokmatt: A Locson TR Y TN A

Sel eCt a TI m e APPOINTMENT TIMES For Site PSD NAS Fallon j|

Fufliing Datrs Fram Tates Ta | Time-OF Day

Fip w2 |9/18UZ | Any Time
The next page displayed will be a list of available T
appointment times. The example here shows the e
result of a successful search. If a search fails to find 120p; 2000 4730 [ The A

. - - - g 12 xep 2002 07:40 T A

available appointments within the dates specified, a s 2001 Q00 Thrsdoy
list of the next twenty available appointment times i 12p 2007 (320 Thurrdey

12-sep-2002 05:40 .'l'lun'lday

will be displayed. /< 21692002 05:00 Thursday

12-5ep-2002 09:20  Thursday Availahle
12-5ep-2002 09:40 .Tlun'lday Available

R R . R . . R / 12-5ep-2002 10200  Thursday Availahle
Pick a convenient time by clicking on its link (the 1250920021020 Thusday | Avadlable
I 12-5ep-2002 10:40 Thursday Available
b ue teXt) \ 12-2ap-2002 11:30  Thursday Availabla
12 sep 2002 11:40 Thursday [ Available &
B =T  [Beaument: Done i - Slle MWa o BQ oF | 4

Available

If another search is desired, scroll to the bottom Mtan 0L LN Votuer ey
of the web page and click on the Another T e
Search button e

18 sop 2002 12:40 Wednesday
18- x0p-2002 13:00 Wednesday

18 sep 2002 13:20 Wednesday

18 s0p 2002 13:40 Wednesday | Available
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18 w0 2002 14:40 | Wednesday | Available
18 sep 2002 15,00 i

Anather Seach Hame Page |
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Appointment Information

When a time has been selected a sign-up page
will be displayed. Please fill in all the data
fields. Be careful to enter the correct email
address as the system uses email to send
cancellation notices.

* Any four numbers will do as long as they are
remembered or written down. They are required
for canceling appointments.

7| " Bookmarks i Lacation: [Dksiot_date_and_time=12:sp-2002+ 08 20iday_of_wesk=T hursday8ADMIN_D= =] @317 Wha's Related

Appointment Sign-Up

[site Building | Appointmeni Date/Time [ Day-Of Week
[PSDMAS Fallon [PSD  [125p-200208:20  [Thursday

Last Name: First Name: Tnitial: [
Org Code/Company: Phone:

E-Mail: |

(E-Mail address is required for your atomatic notification of appointment changes)

Personnel Type: ¢ Active Duty ¢ Civilian ' Comtracior ¢ Reserve

Branch Of Service: ¢ AF ¢ gemy  CG ¢ Marines ¢ NG © Nay ¢ Other DOD

W SIGN-UP Haome Page

Click Sign-Up when done.

Appointment Confirmation

This page is confirmation of a successful
appointment booking. It contains information
on the date, time and location of appointments,
as well as directions for finding the location.

An email with this information will be

transmitted to the email address as provided on
the previous page.

Appointment Instructions
Scroll down the confirmation page to see

generic instructions, including what to bring to
the appointment. For more comprehensive
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/_The Common Access Card Installation Coordinator will be notified of all NO SHOWS

(Please check your data hefore clicking the Sign-Up butiont)

@ == [Bocomen t: Done
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7w Bookmarks A Location:[ritps: /e cac navy mil/cgrbin/signup ol

Sign-Up completed.

Your appointment confirmation number is: 00542

[site Building |Appointment Date/Time |Day-Of Week
[PSD NAS Fallon [PSD  [12.5ep-200208:20  [Thwrsday

[€ode [Phone [Ewaa
[Farral, Bob F s [(555)555-1212 | farralh @nab vy mil

[Mame

Instructions:

PED Bldg 309

A confirmation message has been sent to you via e-mail. If you do not receive it, then you have probably
entered your e-mail address incorrectly.

If you are not sure ahout your e-mail addr:

hould print this page for future reference.

~| @I What's Related

7w " Bookmarks i Location: [T

entered your e-mail address incorrectly.

If you are not sure ahout your e-mail address, you should print this page for future reference.

Please bring the following to your appointment:

€

foreign nationals)

o Mititary and Civitian Enpl

1. & pisture ID
2. Your government e-mail address (full Intemet name; no AOL accounts, £tc)
3. A six(6) to eight (8) digit Personal Identification Humber (FIN)

* New DoD Civilian Employees, Government Contractors, Others not listed abowve

1. Twa picture IDs

2. Your e-mail address (see above)

3. & six (6) to eight (%) digit Personal Identification Number (PIN)
4. Completed and signed DD 1172:2

* Conlractor's must present their existing DoD or Dol issued badge st the time of their appoiniment, so that the name of the
ciginal issuing activity and the Serial Humber of the badge can be recorded and accepted as proof of ID for an eligible
contractor.

User Cancellati
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instructions on what to bring, check with the local issuance authorities.

There is a link on this page to an Adobe Acrobat version of the DD1172-2 form. This
form can be filled out on the computer and then printed.

=l

Look up the Appointment
Click the Look up Appointment button to review
appo' ntment data' Common Access Card Issuance

[Ty — Look Up Appowstsment. | [ Cancel Aopoiment |

@ LT
Appointment Search Criteria e cl Rl

Look Up Appointment

When the search page comes up, enter the last ___
name and last four numbers of the appointee’s [ ey
social security number, or four-digit number used | =&t mmhers T
during Appointment Sign-Up, then click
Continue. "EE —

JMmiu A Locatin| T, : =] 3 whots Redoind

Appointment Infermation For Confirmation Number 00542
:sh-. F-mlg Appointment Daie Thne nf)‘-m“’fﬁk
Appointment Search Results T
Farral, Bob ¥ NA  (555) 555 1212  Eurralbiginab sy mil
A successful search will return the date, time, —
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and location of the appointment, as well as the contact information for the person who

holds the appointment.

Canceling an Appointment

The first step to canceling an appointment is to
click the Cancel Appointment button.

Cancellation Search Criteria

Enter the last name and last four digits of the
Social Security Number, or four-digit number
used during Appointment Sign-Up, of the person
whose appointment is to be canceled.

When ready, click the Continue button.

Cancellation Data

If the search was successful, a page will be
displayed that has data on the appointment.

August 2008 Rey

Questions about this scheduling website? Please contact the
Scheduling Help Desk at (850) 452-2019 (DSN 922-2019), or
PNSC_ISSupport@navy.mil with subject line “CAC Web
Scheduler”.

[ Mok Apparmmern. ] [ Louh Up Apprarsomert

Questions shiors s schedelsng website” Please coutac N 922.2

| Boltware Version: CAC_ES_D05%_[HSE_1 1.8 (03/0904)

£ w§  Bookmarks £ Location: |hnps Ies.cac.navy. mil/cgi-bindsignup. pl - | @57 What's Related

Cancel Appointment
[ —FwstNgme: [crurner

| @7 What's Related

A Bockmaiks A Location: [itps://es. cac navy.mil cghbind sigrnup 6

Cancellation Request

Confirmation Number: 01104

&

Site |Building |Appoinment Date/Time [Day-Of-Week
Demo [PSD NAS Fallon [13-sep-2002 07:00:00 |Friday

‘Name ‘Cnde ‘Phnne ‘E—Mai.l
| Thurner, Robert ¥ [NAVY SUPPLY 555-555-4321 |thurnerh@navair.navy.mil

Cancel | =l
Reason:
C f
{Optional):
CANCEL This Appaintment Horne Page

& ==

Dacument: Done




Additional information must be submitted before the cancellation can take place.

\

The Reason for Canceling

As part of the issuance process, data is being
collected on the reasons for cancellations.
Please pick the most appropriate reason for the
cancellation from the pop-down list

N

Cancellation Comments

If desired, a comment on the cancellation may
be submitted.

When ready, click the Cancel This
Appointment button

vw‘v

Bookmarks A Location |hltps:/fes.cac.navy.mll/cgl-blnﬂ‘s\gnup pl?site_id=dema

=] @7 What's Related

Cancellation Request

Confirmation Number: 01104

Site Building

Demo [PSD NAS Fallon |13-sep-2002 07:00:00 |Friday

‘Appuim:ment Date/Time ‘Day—Of—Week

[Code [Phone [E-Mail
| Thurner, Rohert ¥ [NAVY SUPFLY 555-555-4321 |thumerh@navair navy.mil

|Name

Reason:

Comment
(Optional):

Cancel [caC System Down

H

My Mistake In Making Appointment
Tirme Caonflict
Wizzed My A

nng Lines
CAMNCEL | Did Mat Bring All Reguired Materials

& ==

|Dacument: Done

Bookmarks % Location: [hitps://es. cac.navy. mil/cgi-bin/sionup pl?site_id=cemd]

= @17 what's Related

1y

Cancellation Request

Confirmation Number: 01104

Site [Building [Appointment Date/Time [Day-0Of-Week
Demo [PSD NAS Fallon [13-sep-2002 07:00:00 [Friday
[Name [Code [Phone [E-Mail

|Thurner, Robert ¥ [[NAVY SUPPLY [555-555-4321 [thurnerh@navair.navy.mil

\ﬁl [CAC System Down

Reason:
Comment
(Optional):
§ CANCEL This Appointment Home Page
& =o=| Document: Done

August 2008 Revision 2.1 6




Successful Cancellations

If the cancellation was successful, this page will
be displayed. It contains information on the
appointment that was canceled.

A cancellation notice will be sent to the
email address that was recorded when

the appointment was originally made.

An active URL is provided to make a new
appointment

+] @& what's Related

Z T Bookmaks i Location: [RETR

Appointment with confirmation number 01104 has been cancelled. 5

Cancellation Date/Time: 12-sep-2002 19:51 EDT

Site || Building [Appointment Date/Time [Day-Of-Week
Demo PSD NAS Fallon [13-5ep-2002 07:00  [Friday
|Name ‘Cnde ‘Phnne ‘E—Mai.l

| Thurner, Robert ¥ [NAVY SUPPLY |555-555-4321 |thurnerb@navair.navy.mil

Cancel Reason: CAC System Down

A confirmation message has heen sent to you via e-mail. If you do not receive it, then
you have probably entered your e-mail address incorrectly.

If you are not sure about your e-mail address, you should print this page for future
reference.

You need to make a new anpointment to receive vour C Access Card! =l
(3 [=0=| [Document: bone 5 2| .z

I EVENT SIGN-UP - Netscape

Fle Edt View Go Communicator Help

= » A /% = < 4 B @
Back  Fowad Febad  Home  Seah Netscape  Pint  Secuiy  Shop  Gion
Z o Dookmarks A Locatior: [Fips://es. cac nam /g bindsignup. ploste_id-deme | @37 Whal's Related

Cancellation Request

Confirmation Number: 01104

Site | Building |Appointment Date/Time [Day-Of- Week
Demo |PSD NAS Fallon [13-sep-2002 07:00:00  |Friday

‘Name ‘Cude ‘Phune |E—Mail
[Thurner, Robert Y [NAVY SUPPLY [555-555-4321 |thumerb@navair.navy.mil

Cancel [CAC System Down E
Reason:

Comment |My Mistake In Making Appointment

N . [Time Conflict
{Optional): Mi Wy Appointment

canceL [

B == [Document: Done

This summarizes how to use the AS. For assistance or additional information, please use
the telephone number displayed on your site’s Scheduler Home page.
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